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Application Administrator - Job Description
This job requires computer skills, and internet skills needed to direct NBR applications to reviewers.  A good knowledge of NBR’s minimum adoption requirements to reject unacceptable applications is also needed.
This is a very important, time sensitive, and thankless job as we have so many dogs waiting to come in & homes looking to adopt. We need a person who daily can start the applications on the review process.

Procedure

Go to and bookmark http://www.yahoo.com. 

Click on WebMail

Log in: NBRapps04

PW: newstart

On a daily basis: Forward email apps to applicable volunteer reviewers, with copies to fosters of 3 top interested dogs on app…

	CT
	Jamie Meadow - Jamie@boxerrescue.com 

	MA
	Jamie Meadow - Jamie@boxerrescue.com 

	MD 
	Dawn Karam - gkaram18@aol.com

	ME
	

	NH
	

	NJ
	Jamie Meadow - Jamie@boxerrescue.com 

	NY
	Jamie Meadow - Jamie@boxerrescue.com 

	NY, LI
	NBRappsLI@yahoo.com 

	PA
	Dawn Karam - gkaram18@aol.com

	RI
	Jamie Meadow - Jamie@boxerrescue.com 

	VT
	Laura Handy - Laurar@together.net


Jane Scott  -  janescott@boxerrescue.com , Dawn Karam - gkaram18@aol.com , Jamie Meadow - Jamie@boxerrescue.com  , Robin Jordan - robin@boxerrescue.com  , Lisa Rosenberg - Boxerhelp@aol.com , Kynan - Kynan@Boxerrescue.com , Pam Fosco- pfosco@snet.net , Karen Ericson - Karen@Boxerrescue.com , Crystal Seavey - Crystal@Boxerrescue.com , Sandy Trehy - Sandy@Boxerrescue.com , Laura Handy - Laurar@together.net , Lynne Melenenis -  Lynne@boxerrescue.com 

On a daily basis: Move email apps older than three days old, to applicable folders…

Move forwarded emails to folders for applicable Home Area Code

Forward rejected applications to                                   and move to Reject Folder

Move On-Hold applications to On-Hold Folder

Forward Spay/neuter applications to Lisa Rosenberg - Boxerhelp@aol.com  and move to Spay/Neuter Folder

Forward Out-of-Area applications to Crystal Seavey - Crystal@Boxerrescue.com  and move to Out-of-Area Folder

Reasons for Rejecting an application upon receipt.

· App is not complete

· Current dog is not spayed or neutered.

· App is from out-of –area.
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Foster dog medical procedure

All NBR foster dogs will be up-to-date at the time of adoption, on the following vaccinations and tests:

Vaccines

1. Distemper

2. Parvo

3. Rabies

Tests

1. Fecal

2. Heartworm

All NBR foster dogs will be spayed or neutered unless for medical reasons.

“Up-to-date” means:

Owner Surrenders: NBR will obtain dog’s medical records from last known Vet.  Vaccines that are past due or due within _________ will be administered.

Strays: All the above vaccines and tests will be administered.

Shelters: NBR will obtain dog’s medical records from last known Vet.  Vaccines that are past due or due within _________ will be administered.

Medical Problems

All Medical procedures must be pre-approved by the following NBR medical contacts:

Jamie Meadow – 

· Meadow Veterinary Hospital - 914.949.1115  

· Hm 949.             

· Cell

Jane Scott - (413) 367-9292 

· Cell 413.883.7937

Medical emergencies, defined as life and death situations, can be rushed to a veterinarian, but NBR must be contacted as soon as possible for further treatment authorization.

Note: All foster dogs are under stress when they come into rescue.  A stressed dog may have diarrhea vomiting for a week or so after arrival, and may have accidents in the house.  A stressed dog may act stressed or may act happy and normal.

Foster homes should be report all incidents of diarrhea, vomiting, and house breaking problems to the NBR volunteer responsible for the dog.

The following protocol should be followed for a few days to treat the diarrhea and or vomiting for a normal sized Boxer:

Kaopecktate – initial dose - 2 tbs, followed by 1 tbs 3 times per day.  Report results to volunteer each day or if symptoms get worse.
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Placement Procedure

Adoption Application reviews – 

Initial Review – 

On a daily basis, apps are forwarded to applicable area volunteer reviewers, with copies to fosters of 3 top interested dogs on app…

	Area
	Area Reviewer

	CT
	Jamie Meadow - Jamie@boxerrescue.com 

	MA
	Jamie Meadow - Jamie@boxerrescue.com 

	MD 
	Dawn Karam - gkaram18@aol.com

	ME
	

	NH
	

	NJ
	Jamie Meadow - Jamie@boxerrescue.com 

	NY
	Jamie Meadow - Jamie@boxerrescue.com 

	NY, LI
	NBRappsLI@yahoo.com 

	PA
	Dawn Karam - gkaram18@aol.com

	RI
	Jamie Meadow - Jamie@boxerrescue.com 

	VT
	Laura Handy - Laurar@together.net


Jane Scott  -  janescott@boxerrescue.com , Dawn Karam - gkaram18@aol.com , Jamie Meadow - Jamie@boxerrescue.com  , Robin Jordan - robin@boxerrescue.com  , Lisa Rosenberg - Boxerhelp@aol.com , Kynan - Kynan@Boxerrescue.com , Pam Fosco- pfosco@snet.net , Karen Ericson - Karen@Boxerrescue.com , Crystal Seavey - Crystal@Boxerrescue.com , Sandy Trehy - Sandy@Boxerrescue.com , Laura Handy - Laurar@together.net , Lynne Melenenis -  Lynne@boxerrescue.com 

Area Volunteer Reviewers can reject, place on hold, or decide to precede with the review process themselves or assign the review to another volunteer.  Guardians of one of the three top interested dogs must contact the Area Volunteer Reviewer if they are interested in pursuing the app for their available dog.  The volunteers can decide to work together on the review, or agree on who should follow through with the review.

The applicable reviewer forwards the app back to NBRapps04@yahoo.com with notations of the reviewers name and review start date.

The vet reference in checked first.  (see vet check form).

With a successful vet check, personal references are contacted. (see personal ref check form).

Prior to the home visit, an app at this point is matched to available dogs.  If one or more dogs appear to match the app, the app is forwarded with reference check results, to the available dog’s advocate/guardian.  The advocate and the app reviewer discuss the match and if appropriate, a home visit is arranged with the applicant.

If the home visit is good and the match is made, the home visit info is added to the app with the adoption info, and forwarded back to Nbrapps04@yahoo.com and filed in successful apps.  

If the match is not made:

Rejected apps are returned to Nbrapps04@yahoo.com with notations as to rejection reasons.

Good apps are updated with home visit info and forwarded to Nbrapps04@yahoo.com with notations, filed in the applicable area’s successful app folder.

App reviewers continue to act as advocates for the apps that they approved by attempting matches with other available dogs following the steps above.
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